DOCUMENT BESUME 



ED 195 13,7 
TITLE 

INSTITUTION 

SPONS AGENCY 

PUJ DATE 
CONTFACT 
NOTE 

EDBS PBICE . 
, DESCRIPTORS 

t 

r 

IDENTIFIEFS 



FL 01 \ 957 

Finding a Job, unit I: Reading Want Ads and Osing 
Employment Agencies. Student lesson #2. English for , 
living. 

New York State Education Dept. r Albany Bureau of 
Bilingual Education, S 
Office of Bilingual Education alid' Minority Languages 
Affairs (ED) r Washinqton, D. C. 
79 

G0077C00tn 

15p.: For related documents, see FL 011 955-975. 



MF01/PC01 Plus vPostaqe. 

Adolescents: *English (Second fca^juage) ; Job 
Application: *Job Search Methods; Reading 
Instruction: Secondary Education; Secoi;d Language 
Instruction: Onits of Study 

Employment Aqencies: *Survival Competencies; Want 
Ads • . 



ABSTRACT, 

... To assist the youthful learner of English as a second 
language in dealing with help-wanted ads and employment , agencies r a 
series of dialcgs, comprehension questions, readings, and points of 
discussion are presented. The text is illustrated with- sample forms.* 
(JE) 



* Reproductions supplied by EDBS are the best that can be made * * 

* from the original document. * 

********************** afcafcafcafcafca9ca|ca|ca|ea|cafca|ca|ca|ca|cafcafca|ca|ca«c afca|ca|ea|ca|c a|c afc a|cafeafcafca|cafcafcafcafea|cafc afcafeatcateafeafcafcatcafeatca(e 

o 

ERLC 



STUDENT LESSON #2 



X 



FINDING A JOB 
- UNIT I •: 
~ READING WANT ADS AND 
USING EMPLOYMENT AGENCIES 
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OBJECTIVES 

When you finish this module you will be able to: 
1. Read and understand the Help Wanted advertisements. 
%. Answer questions asked at an employment agency. 
^3. Fill out a job application form. 

jj4. Answer questions asked in an interview at an employment agency. 
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UNIT I 1 
SITUATION SETTER 

*" / 

One way to find out aboujt job openings is to look in the newspaper at the Help 
Wanted advertisements. The Help Wanted*advertisements are in the classified 
section of the newspaper. The jobs are usually listed in alphabetical order. 

Some ads give ^jpu a lot of information about a job. Other Sds give you very little 
information. Every ad will include either a telephone number to call, an address 
to write to, or a place to go. An ad may tell you to call or go to an employment 
agency. * 8 

HELP WANTED ADS — WORDS AND ABBREVIATIONS 

These are some of the words you will find in the Help Wanted ads: 



Apply in Person - you must go to the address given to apply for the job. 
Call for Interview/ 

Call for Appointment^ you must telephone to find out when you can go for an 

interview. 

Fee Paid - ths employment "agency's fee will be paid by the employe^. , 
Full time - 40 hours a week or 5 days a week. 1 
Part time - less than 40 hours a week or l^ss than 5 days a week. 
Temporary Assignments - work only for a short period of time. It may be only 

one day or a week or two. v ' ■ 

The advertisments often use abbreviations or shortened words. These are some, of 

the abbreviations used in the Help Wanted ads. 

exp. - experience 

pref. - preferred . 

ref. - references 

req. - required 

hr. - hour , 
co. - company 
app't. - appointment 
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READING: HELP WANTED 

rfere are some ads from the Help Wanted section of the newspaper. Read them, 
and see if you can answer the questions. 

r CASHIER, part-time. Apply in person. 9 a.m. to 2 p.m. ShopRise. Wolf 
Road. V . J 

CLERK/TYPIST - Temporary Assignments — No e'xp. • necessary. Call the 
Baker ^Agency— 332-3232. I 

►$130. Fee Paid. Busy office. Typings req. -Call Dunbar 
Employment Agency. 489-6232. \ 
ON - Part-time Ladies clothing. $2.50/hr. Apply in person . 16 
Colvin Ave. 6-9 p.m. 
ARY for Construction Co. Experience pref. Good typing skills & 
shorthand req. For interviey call 334-3923. 
DRIVERS - Exp. pref. Must have license. Appl^ in person. State Cab 
Company, 123 Central, Ave. 
ABYSITTER - my home. 4-6 Mon.-Fri. One child, age 6. 459-3737. 
HOUSECLEANING - private home, 3-6 Mon., Wed. exp., own transporta- 
tion. 382-8585. , 

KITCHEN ASSISTANT - part time, 4 hrs. daily. Apply in person Tues. 

3:30-6:00. Press Box Restaurant, 326 State St. 
MECHANIC'S HELPER - station attendant. Must be__able to do light 

mechanical repairs. Neat and dependable.. 
Apply Glenville Car Care Center, Rt. 50, 
Glenville. / 
COUNSELORS - overnight children's camp near Albany. Arts 6c crafts; pho 

■ tography. 489-3000. 
PART-TIME - office cleaning, 4-7, 3 days a week. Call 559-3232. 
25 PEOPLE DEEDED for telephone sales work in the Albany area, fao^exp. 

necessary, morning and evening shifts available^ We 
, tr>ain, students welcomed. Apply ^t 228 Nott .Sf. 

RECEPTIONIST for animah hospital, Latham area. 3-8 p.m. 6c spmfc Sat. 5 

Box 29H Gazette. j 
PART-TIME STOREROOM PERSON. 3-7 p.m. Weekdays. 

100 State St. Albany. 
Call Mr. Br/wn 253-80C 
between 3-/5 p.m. An exjual 
| opportunity employer/ 

MOVER'S HELPER. Part time. $3.50 to start. (Call 781-550)2 

■ . . / ' / 
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DISCUSSION QUESTIONS 

. ,1. Would you be interested in any «f the jobs listed? If so, \yhich ones? 
2 

3 



Which ads were put in by. employment agencies? Which one charges a fee? 



Who pays it? 

What information do^j^ft^of the ads. i he 
that you would ask about? 
4. Do you have a part-timl job? How dyd 'fjjg 



If yovi find an ad for a job that sounds in teres 
more about the job, call tfie telephone number, 
given. 




What things are not included 



, and you want to find out 
letter, or visit the address 
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DIALOG 

\ * ' * 

Bruno found an advertisment for a mechanic's job in today's Help Wanted ads. A 

telephone number was given. He's calling to find out if the job is still open. 

• • • 
Voice: Joe's Service Station. ; . ^ 

Bruno: 'Hello, my name is Bruno Giordano, and I'm interested in the mechanic's 

job you advertised in the Times Unidri. Is the position still open? 

\ Voice: Yes, it is. Can you come in for an interview tomorrow at 9:30? 

iruno: Yes, I can. Thank you. , • 



COMPREHENSION QUESTIONS 



l\ What kind of a job- is Bruno looking for? 

2. Where did he find the ad for the job? 

3. What does he do to find out more about the job? 

4. Is the job still open? 

5. Where is the job? 

6. When as his interview? 




USING EMPLOYMENT AGENCIES ^ - 

Another way to find out about job openings is to go to an employment agency. An 
employment agency has a job -file. This means that they have a list of jobs and 
they will try to find the right one for you. There are two kinds of employment 
agencies. ;One is a public agency, such as the New York State Employment Ser- 
vice. The other is a privately owned business, such as Dunbar Employment 
Agency. The public agency is free; the private agency charges a fee for its. service. 
•Sometimes you pay this fee; sometimes the employer^pays it. > 

When you go 'to an- employment agency, the first thing you usually do is talk with 
an employment counselor. After that, the counselor asks^you to fill out an applica- 
tion form. This form asks ^but the ty^e of job 'you want, your education, your 
training, and your job exp^nence. , 



. ' • ij ■ ■■ 7 

COMPREH^ENSION t QUESTION^ 

1. What is another way to find out about job openings? 

2. What is an employment agency? . *<"'. 

3. What are two kinds of r employment agencies? How are they different? 1 

4. What is a jo^file? 

5. What isafeeT N ' ~ * 

^6. What happens wheti you go^o an employment agency? ^ 

7. What kinds of questions should you be^eady to answer? 



DIALOG 

V 

Bruno just graduated from high school. He needs to find a job. He went to the. 
Dunbar Employment Agency. Bruno is talking to Mrs. Price, the employment 
counselor, about a- job. , / " 

tylrs. Price*: Good morning. How are you? 

Bruno: Fine, thank ydu. < ' 

Mrs. Price: What kind of job are you looking for? 

Bruno: Tm looking for a job as a manager. f 
Mrs. Price: Tjie re's an opening for a management trainee with the Star Ice 

Cream Corporation. Are you interested? 
Bruno: Tes, lam. . 

Mrs. Price: O.K.J'll call them arid arrange an interview for you. u 
Bruno: Thank you. • 



COMPREHENSION QUESTIONS 

1. Why did, Bruno go to the Dunbar Employment.Agency? 

2. Who is he talking to? ^ 

3. What does Mrs. Price ask Bruno? 

4. , What, kind of job is Bruno looking for? 

5. Where is there a job opening? 

6. What does Mrs. Price say she will do? 




/ 
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MICROCONVERSATION 1: Pi^ctice these conversations with another student. 
'Student A: What kind ofposition are you looking for? • . V ^ 



Student B: I'm looking for a position as a mechanic. 

j6o * ' secretary. 

" " .• j .■ ' -waitress. 

. . ., cook. 

' , • bank teller. 

truck driver, 
waiter. 

MIC^OCONVEfisXTION 2 ' 4 

Student A: Do y©u have any experience? 
Studeht B: Yes, I was a part-time cook for tyvo years, j > 

\ •* secretary v . - 
. .„ clerk 

MICROCONVEHSATION 3 

Student A: Do you have any openings for a mechanic? 
/ . ' . / waitress? % 

v ' - secretary? 

^ waiter? 

Student B: Yes, we do. ^ 
No, we don't. 

MICROCONVERSATION 4 

Student A: What did you study in high school? 
Student B: I studied mechanics^* 

food service. 

hairdressing. 

printing. 

bookkeeping. 



/ 
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Here is an application from the^Dunbar Employment Agency. Dunbar is a private 
employment agency, therefore, there is also a contract you m^Sb sign . The con- 
tract tells the fee you must pay if the agency finds a job for you. 



NAME. 



'•st . • frit 



GounMlor 



«• U - ' ' . V 

M*i»l StiUii iLQflifi Hew LM| IvmWW 1 HaiLonfl AowotChlHnn -— ' 

'CfAnttii? Ynft^No 0 Mm? r«V^»0 ' How itiwid to Punhitl? Q. ffifit^J 



ImdoymrtDiiw.. 
Oomptny I DlviWft . 
Addrra.,. 



NoO ■ 

■EMPLOYMENT HISTORY 
tmiouiJob 



Prior Job 



» rrwr gg . 




Compiniti or igtnciti who now hm your 
ipplicitiOA/ . I , , _ , 



Potilion 



Siinv Ociirad 
Locition 
Whiq/viilM forlntervitws' 



/ 



Whil^td you likf b«it about your priviquijobi' 



What did 




id fou liki lint ibKHJi thtm? f\i$[ 




Whit do you do but of ill? 



. School ( 



Minor, 



SKILLS 



Tut 



How Long 



T)ptfMEtafltM 

Dictator* 

iUUno-Htrtd/lteoh ^ 

MTT*^itlfTipi 

, lUUatWTypk^ h* 

i 

. form 103 



BoeWmpInQ v . 

iyilwUpL... 

.Awt/FMllChg .„ 

Trill W/PiL 

Aecufcc/AcctiPiy 

Payroll I „!. 

Hmd-Compuiir. L,., 
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m , 

CallUnclor.. 

Citculilor. 

ComploffliNr..... 

Kiypunch 

THitypi,,! 

ttdwogripri,, 
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/ This Application Card is intended for use by those seeking in office position, - 

' Dunbihifers qualified applicants withoutVegard for rice, color, religion, ax, age, or national origin. < 



Name i^f Sf ( fl A (p ft tK , 



Co. Employid 
Phone No, _ 
Employid Ar 



W I J 



A 



Cwnnkx 



Fill. 



Rati 



NAME 






f 

n^i / 




(Mt t 


first 




innoccc 








Fhont 


number 


Strut 

Altarnaiaphona 


" " city itata ip MOilofto 
Height Mf. Birihdata , 



Marital Statu , 



. Ho* loflf fcouaalffptoyar . 



AgnolCNttin. 



CvtailMi? Y«D No 0 1*1 ItoO 10 HonftfwidttOunMI?. 

EMPLOYMENT HISTORY 



Emdoymmt Datat... 
Oampany I MvWqa'. 



Typa of Company „ ,„ 
, Phona Numoar 

Suparviaor'iNama../.. 
* eWbfOfficafttf..... 
, Trtlt A DutiM 



Earnings -8agin/aod. 
Laavinr.. 



\ -My. 
.V Aaaaonfor 

\ Hi — 



Latati Job 


frtviouiJob 


Prior Job 


w 


1 1 c 












i? 




i 






_4— 






'• . : • V 

_1V 














k 




,y 


















' / 




, t- / 






i 



, Vr Ond. , Butinw School , 



Cpmpaniat or aganciat who now h*t your 
application*. 



CoHagt 1 2 3 4 Dag Dalai. 

Mai* — ! — , — \ 



t School « 



SKILLS 



Poaitton Dasifad' 



SMvyDnifid, 

Location 



Whan Aval labia for lntarviawi> 



Whit did you i*a batt about your praviout jobs 7 



Whit did you lAa laatt about tham? 



What do you do bait of all? B 



What art tha mott important thinft m you would 
want to find in your naw job? * 



J*. 



Yaa How Una 



How Lonf 



Typamlar/fiac/MM *. 



form 103 



lockkMoina ... 

V¥Wff|f ^ II II 1 1 ii|i*»| Ml iiiiiUMMf 

SyttanvUnd * i 

AaatrMiGhf..,.- 

Tittlal/Pftl 

Aocti to/Aotti Pay 

Payroll I '. 

H**-Coffipular. 











1 












/ 









PIX 

MMraeler.., 
Calculator 

Keypunch. 

TaMypa. 



Nam*) of 2 ralaranoaa toil wa trey contact 



1. Namt 

Co. Employad , 

PhonaNo, 

Employad Ai_ 



2. Nana 

Co. Employad 

PhonaNor^ 

Emptoyad<Ai_ 



This Applic«taan (Urd if intmdtd for um by 9n oflict poiitioo. 

Dotti rtftrs quilifM Ipplicintt without ragardfor ract # color, rtligion, m t a* or oatioml <*W 
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DUNBRK OF ALBANY INC. (agency) 



YOU ARC fit QUIRED IY LAW TO SKM A CONTRACT 

^ tWtf tut aanriota to you on mt fofowtag tttma and condHionii 

1> Nt tmj emp hi y n iaii i yog tcttpi through our dimt aid our atrvict ehtnjt to yon, heart 
U*on ftt* Yrt Sum law, wtH ba ai followi: 

0) CONDITIONS ON FEE MID POSITIONS: In tht a»nt m* I aottpt anvtoymtm wntrt 
tNtr^ploytrKM^Mdtopty thtfHjundifltKti that auch ptymtnr ii continganton 
my rtporung to work m agraad and my continuing uch amptoymtftt. In tht avtnt, how 
twtr, that I do notrapon to wort aiagratdor I im ditchargid for cauta or la*t on my 
own accord, than and in any Mich mil. | im ottigatad to pty ittd f it in aecordanct 
with paragraph* thrat, four, fwt and ii« of this contract, providtd, howgvtr, that tha 
MplOyor if not ofttgatad to, pay tha fat or hat not paid tha In, 

XREGUIAR EMPLOYMENT: 25% of tha total amount of tha fir* full month's agrtad 
Mlary or wapti. if las than 1725; 35%, if at H*it $225 out kn man $270; 40%,if $270 
but It* than 1300 45%, if $300 but law than $330. 50%. if $330 but Ian than $305; 
55%. if $355 but w» than $400: 60%. if $400 e or mora. 

la) Providing, howwtr, thai whan I will bt paid on a nrotght commiwon bmh or on 
tha btait of a drying account plui commiwon, tha groa faa thai! ba tht ptrctntagat in 
tht aforamtntionad ichaduta applitd to an amount aouitilant to 1/t2th of tht f«j 
yttri tarnmgi at tttimatad by tha amploytr. 

|4| TIMPOAAAY EMPLOYMENT: Whtn all partial to tha omploymant agrttmtnt undtr 
*and and agrtt. it tha timt of tmploymtnt, that it Ml ba for i ptfiod ihortar than 4 
month*, our atrvct charga mall ba 50% of tht fortfoin| applicant fn or 10% of tht 
salary or waott you rtctivtd. whichwtr « km. 

(U PAYABLE : Our fat * fully aarnad and dua whan you accapt uch off ar of tmptoymtnt 
mtda by or on bthalf of tha amployar but if uch amptoymant * within tnt Contintntal 
Unitad Stain, am may ba paid in tqual intttlkntrm tither on your tint 3 paydays or 
during tha f im 6 Aftafci whfchtvtr ptriod it inonar. 

H) MODIFICATION: (a) If iftar you accapt.tht amploymam you ubaaquantry dactdt not 
to comply thtrtwith and do not r0prt for work, our fat mall bt ontquartar of that 
outlintd in Claua (3) units you ramain with your lama amployar in which oat our fat 
Ml bt ont-half of that outlintd in Clau» (3); (bl if tht tmploymtnt « ttrminMtd with 
out your fault 10%*bf tha talary or wagn you rgctwt; Id if it it ttrminttadundar any 
othtr circumftancti, 50% of tht talary you ractwa. with tha limit bting tht maximum 
ftt outlintd undtrClauit (3). 

HI CONf I0ENTIAL: AM information you ractivt from ut b towty for your utt and btnaf it 
It mult not bt dwulgad to any othtr ptr»n, 

YOUR ACCEPTANCE: 

I h*t read and htraby adapt tha ttnrn and condition! outtinad abovi. I agrat to im* 
mtdiattly notify thrt agancy tht rault of tht Intarvltw with tht amploytr to which It 
d*acti ma. I htfifcy ac* fowtadgt that I ha* rtctivtd * copy of ttm aftrtamant indicttlng 



tht fat I am to pay (or your tarvict and t copy of SactioVt 115 ind tee of tht Gtiwri 
lutintaiLtw. 



DUNWfcOF ALBANY, INC. 
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TIONS 



136.50 105) 273 00 140. 



28620 
299.00 
312.00 
325.00 
338 00 
35100 



WEEKLY 


FEE 


140 „ 


364.00 


145 „ 


.377.00 


150 . 


,390.00 


155,' 




160. 


. . 416.00 


165 




170 , „ 


442.00 



l£prtprtiffltmtind 



I 'htraby tuthorize DuoWri 

to check my references (except current ttHftfal f understand ttyt guch 
investigations may include information on my character, general wutation, 
personal characteristics, and mode of living as well as my knowledge, Ait, work 
attendance and attitude. I understand that I have a right to make a request to 
Dunh to learn the nature and scope of these reports. 

D.te ti^lk Signed * ffint f^*^ 



Dm 



CowMnv 



poiition 



REACTfVATIQN 
Ptt Comowy Position 



Rttct 

Rw»t* Pitt 



i 



mm OF ALBANY INC. (agency) 



YOU AM M0U1M0IV UWTOStON A CONTRACT 

upon New Vert Siitt law, writ be « foilom: 

0) CONDITIONS ON FEE MID POSITIONS: In the eiennhet I acc*t employment *mere 
tfie employer hat ayeed 10 pay iNt Nej undenftend that wh payment h cominfim op 
my reporting to work M afrovd end my cooiinuw% »*h employment. In the MM, ha* 
ever, that I do not report 10 work a* agreed or I im dnp^arftd fof cause or lepra on my 
own accord, than and in any udi avert, I em obligated 10 pay yid fat in accordance 
with p*ep«** forte, .bur, Ike and M pf ih« contract, provided, hwrever, that the 
employer r* not obligated 10 pay the fee or h« not paid the fee, 

(3) REGULAR EMPLOYMENT: 25% olthe total amount of tha lint full month'* agreed 
ttlary or mm * M7S; 36%. if it lean 1725 but lev than $770; 40%, il $270 
but lam than 1300; 45%, if 1300 but Im than 1330; 50%, if $330 but Ins than $365; 
55%, if $315 but Im than $400; 60% f if $400 or mora. 

lal Providing however, trpt where I will ba paid on a ftraighi commiiion bun or on 
tha bam of i drawing account pHa comminion, tht fro** f h Shall ba thi par ciniegei in 
tha Voramantiohad ichadula applt«d to an amount equivalent to 1/12th of tha fint 
yiar'iaaminpaiaflimatadbythf employer, i 
i 

14) TEMPORARY EMPLOYMENT: Whan all partial to tha employment agreement under 
■and and agree, at tha tima of amploymant, that it dull ba for a pariod shonar than 4 
month*, our service charge Ml ba 50% of ma foramina applicable In or 10% of tha 
Mlary or wage* you received, wriich*er it la* 

H) PAYABLE : Our faa it fully aarnad and dua whan you accapt uch of far of amploymant 
mada by or on bahalf of tha amploytf but if auch amploymant 4 within tha Continantal 
Unitad Stain, ivna may ba paid in aqual imtallmamt aithar on your fint 3 payday* or 
during tha f im 6 week*, whichever pariod it shorter, 

WIM00IPICATI0N: lal If attar you occapt tha amploymant you subsequently dacida not 
to comply thtrawtlh and do not raport for worfc, our faa mall ba on*querier of that 
outlined in C leu it (3) unltfl you ramain with your lame employer in which cua our iaa 
ftell ba ona-half of that outlined in CI** {31; 1bl if tha amploymant is tarminatad with 
out your fault 10% of tha salary or wage* you receive; <cl if it a tarminatad undar any 
Othar ciroirnitence*. 50% of tha talary you receive, with tha limit being tha maximum 
fee outlined under Clauw 131. 1 

■ ■ . > 

171 CONFIDENTIAL: AH information you receive from ui r* aoMy for your uia and benefit 
It mult not ba dwulged to any othar parion. 

YOUR ACCEPTANCE 

I have read and hereby accapt tha term* and condition* outlined above, I agree to im- 
mediately notify thi* agency the raault of the inter*** with the employer to which it 
direct* ma. I hereby acknowledge that I have received a copy of thi* agreement indicating 
the lee I am to pay for your service and a copy of Section* 185 and 186 of the General 

Mmmlm DUN ML OF ALBANY, INC. 



Art wet 



Applicant'* Signature' 



Oate i 



Social Security No. 



SAMPLE FEE CALCULATIONS 



T 



WEEKLY FEE 

70.., 136.50 

76. ^..14625 

80. 173.34 

86 J02.S6 

90.... .214.50 

96'*h »»•••«•*«« »«**««247. 00 
100. 260.00' 



0 
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WEEKLY FEE 



106 

110 

116 

120....- 

125........ 

130...... 

136 



..273.00 
..286.20 
..299.00 
.312.00 
.325.00 
..33800 
..351.00 



WEEKLY 
140 

145 «... 

150 

155... 1 

160 

166... 

170 



FEE 

.364.00 

..377.00 

..380.00 

.403.00 

.416.00 

..429.00 

..442.00 



I hereby authorize Dunb*- 



. to represent me and 

to check my references (except current employer). I understand that wch 
investigations miy include information on my character, general reputation, 
personal characteristics, and mode of living as well as my knowledge, skill, work 
attendance and attitude. I understand that I have a right to make a request to 
Ounhil. to learn the nature and scope of these reports. 



Date 



Signed 



PJiL 



pomoeny 



position 



Result 



DaJL Company 



REACTIVATION 

Position 



React 

Remit Date 
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